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Program Overview 

 

 

 

 

 a partnership between Mentee and Mentor –

providing both with opportunities to share 

talents, skills, experience and expertise. 

 a comprehensive approach to personal and 

professional development. 

 an investment of time and energy from both 

Mentor and Mentee. 

 Mentoring explores beyond the parameters of 

Mentee’s current job and contributions towards exploring the capabilities needed for future 

opportunities, guided by a Mentor. 

 Mentoring benefits the organizations by supporting Succession Planning, knowledge 

management and most importantly, leadership development.  

 

 

 

 

 

 

 

Mentoring is… 
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Mentoring Purpose 

 

 

 

 

 

 

 

 

 

Encourage knowledge 

sharing, insights and 

guidance within the 

civil service

Empower young 

professionals to be 

more proactive in 

their own personal 

and career 

development 

Provide a platform 

to connect leaders 

and experts to 

young 

professionals
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Program Structure 

Mentee Mentor Public Service Department 

Driver of the relationship  

 Identify skills, knowledge 

and / or goals that you 

want to achieve and 

communicate to your 

mentor 

Development partner 

 Maintain a mentoring plan 

and work with your mentor 

to clarify professional goals 

and identify strength that 

will promote the 

achievement of those goals 

and overcoming areas that 

may be obstacles. 

Continuous learner 

 Work with mentor to seek 

resources for learning, 

identify people and 

information that might be 

helpful 

Navigator of the 

relationship  

 To understand the 

mentee’s goals and to 

uncover key learning 

opportunities that 

support those goals. 

Advisor 

 Share experience, insights 

and feedback that will 

guide mentee in the 

achievement of his or her 

learning objectives.  

Source of encouragement / 

support 

 Act as a sounding board 

for ideas and concerns 

 Whenever appropriate, 

play the devil’s advocate 

to help mentee think 

through important 

decisions and strategies 

Facilitator 

 JPA’s role is to provide tools 

and resources to facilitate and 

support mentoring 

partnerships.  
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Roles and Responsibilities 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MENTOR 

∞ Serve as a positive role model.  

∞ Share experience, insights and 

feedback that will guide the 

mentee in the achievement of his 

or her learning objectives. 

∞ Encourage the mentee to find 

their own solutions and use 

listening and questioning skills to 

stimulate new thinking. 

∞ Help mentee in identifying and 

defining professional 

development goals that are 

Specific, Measurable, 

Attainable, Realistic and Timely 

(SMART). 

∞ Assist mentee in navigating 

through work-related challenges. 

 

∞ Devote time to clarify 

professional goals and identify 

strength that will promote the 

achievement of those goals and 

development areas that may be 

obstacles. 

∞ Identify and define 

professional development goals 

that are Specific, Measurable, 

Attainable, Realistic and 

Timely (SMART). 

∞ Be transparent and willing to 

share work-related experiences, 

challenges and goals. 

∞ Be willing to accept 

constructive feedback. 

∞ Complete goals in the agreed 

upon time-frame. 

 

 

MENTEE 



Page 6 

 

 

 

 

 

 

 

Mentors ‘pull’ – they don’t push  

 

  

Oct Dec Jan Feb Mar Apr May Jun 2019 

Summative Evaluation 
1 Jun 2019 

Evaluation Feedback  
1 March 2019 

Mentor’s Feedback 
30 June 2019 

Dec Jan Feb Mar Apr May Jun 2019 

• Summative 
Evaluation 

• Mentoring Logs  
1 Jun 2019 

Evaluation Feedback  
1 March 2019 

Mentor’s Feedback 
30 June 2019 
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Mentoring: 4 Steps Process 

Mentoring Four Steps process outlines the phases in which the mentoring partnership may take 

place. Mentors and mentees may allocate specific time to go through activities but not 

necessarily so. As a guide, the first few sessions should be spent on building rapport and setting 

direction. Midway through the program, the mentor would then measure mentee’s progress 

against his/her individual plan, this will help in overall assessment of mentee’s progress at the end 

of mentoring program.  
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Milestones 

 

 

  

Mentees and Mentors are encouraged to reach out to program organizer should there be any 

issues or difficulties encountered during the course of the mentoring program.  

 

To ensure the success of this program, the program organizer prepares a few documents to check-

in with mentee to be submitted after each mentoring session:  

 

Session 1 Goal Setting 

Session 2 
Mentee to email a copy of  Mentoring Agreement  

(Appendix 1) 

Session 3 

Mentee to email a copy of 

Individual Development Plan 

(Appendix 2) 

Session 4 
Mentoring Sessions 

Session 5 

Session 6 
Mentee to submit a copy of 

Mentoring Logs (Appendix 3) 

September Final Evaluation Form to be emailed to mentors and mentees 
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Prompt Materials 

The table below is a generic approach which may help establish issues and priorities in your 

development plan. This list is by no means exhaustive, mentors and mentees are encouraged to 

expand beyond the activities. 
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Prompt Questions 

Here are sample questions to kick start your mentoring partnership. You may use this as one of 

your planned mentoring activities. 

Values and Vision 

∞ What have been the greatest achievements on your life journey and how did you attain 

them? 

∞ What turns have you taken on your journey that you did not expect to take? 

∞ What would you like your life to be like in five years? 

∞ What five values –in order—are most important to you? 

∞ Who are your most inspiring role models and what values to they have? 

∞ How can you best be of service to others? 

∞ What legacy would you like to leave? 

∞ What is one thing you could stop doing, or start doing, or do differently starting today that 

would most improve the quality of your life? 

 

 



Page 16 

 

 

 

Goals and Action 

∞ What important goal in your life would you like to give more attention to? 

∞ What is it that makes that goal important to you? 

∞ What do you need to do to achieve your life goals? 

∞ What challenges are you facing right now at work? 

∞ What are your current work goals? 

∞ How do you measure your goals? 

∞ What is the most difficult goal for you to accomplish at work? 

∞ What are you currently doing to overcome this difficulty? 

∞ What would you attempt to do, if you knew you could not fail? 

∞ What is the worst thing that could happen if you attempted that thing –and failed? 

∞ What work goals would you like to achieve in the next three to six months? 

∞ What is attractive about these goals? 

∞ How realistic are the goals? 

∞ What resources are needed to help you achieve your goals? 

∞ What kind of time line needs to be established to help with your goals?  

 

Life and Learning 

∞ What ethical principles govern your decision-making?  

∞ When have you failed at something that was important to you and what was the 

experience like?  

∞ What have you learned from your own mistakes, failures or disappointments?  

∞ How can you become more creative or innovative in your work? 

∞ When have you taken risks at work and what happened? 

∞ What role does learning play in your life? 

∞ What has been the most difficult lesson you have had to learn?  
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∞ When you are trying to learn something new, how do you typically go about it and how 

does that work for you?  

Relationships and Change  

∞ What are three rules you have–or would like to have-for relating with your colleagues?  

∞ When you are in conflict with another person, how do you typically go about resolving it 

and how successful are you in fully resolving it?  

∞ What experience have you had standing up for someone event though you didn't agree 

with him or her?  

∞ What are your most important work relationships and how can you improve them?  

∞ If you were communicating the best that you could, what would they be doing differently?  

∞ What can you do in your organization to remove, reduce, or eliminate negative or toxic 

forces?  

∞ What metaphor would you use to describe how you respond to change?  

∞ What is your most satisfying experience of being involved in a change process?  

∞ How do you go about managing resistance to changes you are trying to implement?  

∞ What would be your three principles for effective change?  
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Tips for Mentors and Mentees 

 

                                

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MENTEES  

MENTORS  
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Concluding the Role of Mentoring and Evaluation  

AT MID-YEAR POINT OF THE PROGRAM:- 

∞ Mentors and mentees will complete a mid-term evaluation form. 

∞  Further action to enhance the mentoring program will be taken upon evaluation if 

necessary. 

AT END OF THE MENTORING PROGRAM: 

∞ Sharing / discussion session among mentors and mentees on the progress, and lessons 

learned. This will serve as feedback on program implementation and procedures to ensure 

that the program remains effective. 
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